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Rabia Chaudhary <rabiachaudhary4454@gmail.com> Mon, Jan 2, 2023 at 4:15 PM 
To: Jobswbproject@gmail.com 


Dear Concerned Person, 

Sessions Greetings and best wishes to you in the new year! 

| hope you are doing well, | am a remote professional from the corporate world after a long hiatus. I'm based in Karachi. 
| was pleased to learn of your platform through Newspaper, | felt compelled to submit my resume for your review. | am 
writing to apply for the role of “Office Assistant” with your organization. With my strong experience leading community 


relationship management, fundraising efforts, and marketing initiatives for non-profit organizations, | feel confident in my 
ability to significantly benefit your team in this role. Please find my CV attached below 


| look forward to discussing the position, and your organization’s needs, in further detail. 


Best Regards 


Rabia Chaudhary (Ms.) 
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RABIA CHAUDHARY 


access 


Email: rabiachaudhary4454@gmail.com ¢ Contact: +92-3432202451 @ Date of Birth: 17th September, 1998 


CAREER OBJECTIVE 


To seek a position with a procreative organization that offers career growth. To work in a competitive & challenging 
environment to fully utilize my interpersonal & academic skills to pursue a challenging & rewarding career. 


EDUCATION 


Bahria University Karachi Campus 
BBA (HRM) (2021) 


Khatoon-e-Pakistan Government Girls College 
Intermediate (2017) 


S.M Public Academy 
Matriculation (2015) 


EXPERIENCE 


Abwaab Institute 


Academic Auditor 2021 — Present 


e Position: Academic Content Creator & Auditor covering all Boards (Sindh, Punjab, 
Federal & KPK) Grades (G9-G12), August 2021 — Present 
e Responsibilities: Responsible for planning effective lessons and preparing resources that have clear 
teaching aims, objectives, and learning outcomes. Also in charge of advising and cooperating with the 
Head-teacher and other teachers on the preparation and development of courses of study, teaching 
materials, teaching programs, methods of teaching, and assessment. 


Shaukat Khanum Memorial Diagnostic Centre 
Internee 


Rabia Chaudhary 


Former internee at Shaukat Khanum Memorial Diagnostic Centre, Karachi; Marketing and Fundraising department 


SKILLS AND EXTRAGCURRIGCULARS 
Digital Marketing 
Organizational Leadership 
Project Management Skills 
Team work 
Monitoring 
Proofreading skills 
Leadership experience 
Manage Oneself, Time, and Things 
Proficient in MS Word, Power Point & Excel. 
Critical thinking & Problem solving 
Communication skills 
Travelling/ Exploring 


ACHIEVEMENTS 


Worked on: Worked on the Advertisement of Marketing project “Pepsi Max Re-launching’ 


Worked on. Experienced professional environment during my University days by taking survey Interviews of 
renowned Organizations while working on a project. 


Year Course Title Interviewing Venue 
¥ 2017 Management Manager Abdul Haye Colgate Palmolive, Company. 
¥ 2017 Management President Tariq Malik Korangi Association of Trade Industry. 
¥ 2019 Ethics Manager Farrukh Pakistan State oil Company limited. 


Worked on. Community Support Program (C.S.P) 


Iftar Time Karachi’21 (Distribution of iftar) 

Iftar Time Karachi’21 (Transgender Society) 

Community service and social welfare at the AL-ZOHRA FOUNDATION 
Independence Day goodie bags distribution. 

Plantation drive. 


AURAA 


REFERENCES 
e References can be provided upon request. 


